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Classification Specification
	

	
	2214400

	
	BUYER – LEAD SENIOR



Class Summary

The responsibilities of this classification include providing lead direction and technical expertise to a team working in the procurement of goods and services. Incumbents will approve work, monitor, and evaluate processes including complex and politically sensitive procurements.
Distinguishing Characteristics

This is the fourth level within a four-level classification series. This classification is distinguished from the Buyer – Senior in that incumbents within the Buyer – Senior classification are directing the work, but are not leading a procurement team or unit. The Buyer classification series are only used in central procurement.
This series distinguishes from the Contract Specialist series in that Contract Specialists typically support specific departments through the establishment of construction, engineering and/or professional services contracts while the Buyer series support departments through the establishment of operational and capital asset goods and services contracts throughout King County.
Examples of Duties

Incumbents may perform duties identified on the lower level classification within the Buyer series and the following:
1. Participate in the implementation of team goals, project milestones, and contract targets; assign and monitor workload to optimize daily production. Identify, troubleshoot, and resolve difficult or unusual situations. 
2. Provide direction, feedback, and technical advice to team members; participate in the recruitment process for new staff. 
3. Prepare requests for proposals for major/complex/politically sensitive contracts. 

4. Review and edit technical bid documents, contracts, memos, and letters prepared by buyers.

5. Represent the County, attend and make presentations at procurement related public symposiums/training meetings.
6. Review audit details with supervisor and ensure Federal guidelines are met.

7. Propose and implement process improvements for streamlining operations.

8. Perform other duties as assigned.

Knowledge/Skills 
Knowledge of contract development, review, administration, and management

Knowledge of public procurement principles and practices 

Knowledge of public bid advertising

Skill in oral and written communication

Ability to problem solve, manage projects, and make timely and quality decisions

Ability to adjust to changing priorities and handle multiple tasks simultaneously with attention to detail
Ability to effectively engage in and sustain relationships with people from diverse cultures and socio-economic backgrounds

Ability to work independently and as a team member
Ability to maintain confidentiality
Demonstrated proficiency with business applications, such as Microsoft Office suite 
Education and Experience Requirements

Experience in strategic sourcing, contract negotiations, and vendor management or any combination of education and experience that clearly demonstrates the ability to perform the job duties of the position 

Licensing, Certification and Other Requirements

Valid driver’s license or ability to travel throughout the County in a timely manner
CPPB (Certified Professional Buyer), CPO (Certified Procurement Officer), or CPM (Certified Procurement Manager) by the National Institute of Government Procurement
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required
	FLSA Designation
	Exempt (Administrative)

	Service Status
	Career Service  

	EEO Code
	2

	Levels within same series
	Buyer – Assistant, Buyer, Buyer – Senior, Buyer – Lead Senior

	Class History
	01/2003 – Created

02/2003 – Updated

12/2007 – Updated (Changed font and format)

11/2019 – Updated
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